Amendments to TCDD Policies and Procedures

Tab 19

Background:

The Executive Committee reviewed proposed amendments to Council Policies and

Procedures during the February 2016 meeting that would:

Clarify the grantee appeal process
Clarify Council membership
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during meetings.

Define the process for payment withholding when a grantee is non-compliant

Increase reimbursement rates for attendant and respite services provided for members

The Council review was held for final review approval in order to provide 10 days notice of

the proposed amendments as required by TCDD policies.

Council — Agenda Item 10

Expected Action:

The Committee will consider Executive Committee recommendations to approve
amendments to Council Policies and Procedures.
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Texas Council for Developmental Disabilities
Council Policies

Adopted by Council November 10, 2000
Revisions Approved May 10, 2002, August 8, 2003, August 13, 2004, November 5, 2004; February 4, 2005;
February 3, 2006, November 3, 2006, August 3, 2007, February 22, 2008, February 12, 2010 and May 6, 2011

lll. MEMBERS (Revised 11/03/06)

A. Membership. Members of the Council are appointed by the Governor in a manner consistent
with federal (Developmental Disabilities and Assistance Act) and Texas state law. Members
shall include individuals with developmental disabilities, parents of individuals with
developmental disabilities, and representatives designated by the chief executive officer
representing the following federal and state programs.

The Individuals with Disabilities Education Act

The Rehabilitation Act of 1973

The Older Americans Act

Title V of the Social Security Act

Title XIX of the Social Security Act

State Protection and Advocacy System funded under the DD Act

University Center for Excellence in Developmental Disabilities (UCEDD at University of

Texas)

University Center for Excellence in Developmental Disabilities (UCEDD at Texas A&M

University)

9. Representatives of local and non-governmental agencies concerned with services for
individuals with developmental disabilities

10. Representatives of private non-profit groups concerned with services for individuals with

developmental disabilities

Nogakwh=
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B. Terms. Members of the Council serve staggered terms as specified in state statute.

C. Council Member Expenses. Council members serve without salary but are entitled to receive
reimbursement for actual expenses for all approved activities consistent with Council policies
and state law.

D. Conflict of Interest. Council members shall adhere to the Conflict of Interest Disclosure Policy
as approved by the Council as Appendix I.

IX. TCDD GRANTS PROJECTS (Revised 05/06/11)
A. Scope

1. As authorized by 40 TAC 112.020 (a)(3), the Council may contract or provide grants to
public or private organizations to implement the TCDD State Plan for Texans with
Developmental Disabilities, if funds are available.

2. These sections govern the submission and review of project proposals and the award,
amendment, and termination of project contracts.

B. Overview of TCDD Grants

1. The Council will identify priorities for funding projects based on the approved TCDD State
Plan for Texans with Developmental Disabilities.

2. Sources.
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(a) The Council may solicit proposals from state agencies, non-profit organizations, or
private for profit organizations that have organizational expertise related to the
requirements of the proposal.

(b)Unsolicited proposals may be submitted by organizations consistent with procedures
approved for such submissions by the Project Development Committee.

(c¢) The Council may develop projects with organizations without competitive proposals
when only one known best expert is available, for business necessity, or when
otherwise allowed by Council determination.

(d)Nothing herein shall be construed to prohibit any firm, agency, or organization with
which any member of the Council is associated from receiving a grant from the Council
providing the Council member does not receive compensation or financial gain from
the grant as outlined in the Conflict of Interest policy.

3. Requests for Proposals will be published in the Texas Register and a notice will be
provided to organizations on the Council’'s Web site and mailing list.

4. TCDD may reject all applications submitted in response to a request for proposals and
may cancel a grant solicitation at any point before a grant award is finalized.

5. Council staff provides technical assistance and support to grant projects including training
for new grantees. Council staff also monitors grantee accomplishments and compliance
with TCDD Grants procedures by conducting one or more on-site monitoring visit(s) to
each grant project annually unless otherwise provided by a risk assessment methodology
approved by the Audit Committee. Summary reports of on-site visits are provided to the
Executive Committee.

6. TCDD funds shall not be used to conduct clinical research.

C. General Selection Criteria
1.Grants shall be awarded based on guidelines that reflect state and federal mandates.
Selection criteria shall be designed to select applications that provide best overall value to
the state and to the Council.
2. Evaluation Criteria shall include but not be limited to:
a.program quality as determined by a peer review process; and
b.the cost of the proposed project.

3. The Council may consider additional factors in determining best value, including:
(c) financial ability to perform services;
(d) state and regional needs and priorities;
(e) improved access for unserved or underserved areas and or groups of individuals;
(f) ability to continue services after conclusion of grant funding, if applicable; and
(g) past performance and compliance.

D. Application Requirements

1. Council staff shall develop a "Grant Application Packet” for each Request for Proposal.
Grant Application Packets shall be available upon request from the Texas Council for
Developmental Disabilities with each Request for Proposal and will be made available at
the Council’'s Web Site.

2. The Grant Application Packet will include at a minimum:
(a) goals describing the purpose for the grant program;
(b) eligibility requirements;
(c) description of the project activities and outcomes;
(d) application forms and instructions;
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(e) application requirements and restrictions; and

(f) selection criteria and the process to evaluate grant proposals and select proposals for
awards.

3. The Applicant shall use the format included in the Grant Application Packet. A proposal
which is submitted in a format that is substantially different from the Council's format will
not be considered.

4. Proposals received after the closing date will not be considered, unless an exception is
approved. The Executive Director is authorized to approve requests for exceptions for
good cause received prior to the closing date. Exceptions requested after the closing date
may be approved only by the Executive Committee. Any exceptions shall be documented
in writing and retained as part of the grant application file.

5. Projects seeking continuation funding may have separate application forms, instructions,
and procedures, as determined by Council staff.

E. Screening of Proposals

1. Council staff will screen applications to determine if all information has been provided in a
timely fashion, on prescribed forms.

2. An application must be complete for consideration and shall include a signature by the
proper authorizing official.

3. Council staff will provide written notification to applicants eliminated through the screening
process.

F. Peer Review Process

1. The Council shall use peer reviewers to evaluate proposals submitted in competitive
requests for proposals, exclusive of stipends grant proposals when the award is greater
than $15,000.

2. Council staff shall serve as the review panel for stipends grant proposals and for other
grants when authorized funding $15,000 or less yearly.

3. All reviewers shall disclose any conflicts of interest with individuals associated with
applications to be reviewed.

4.The Executive Director shall submit recommendations for Review Panel members to the
Executive Committee for approval. Council members and staff will be asked for
suggestions of professionals and public citizens to evaluate proposals. Reviewers may not
evaluate proposals in which there is, or is an appearance of, a conflict of interest.

5. Council staff shall provide written instructions and training for all Review Panel members.

6. Council staff shall convene a meeting with each Review Panel and shall record the summary
evaluation of the review of each proposal.

G. Funding Decisions

1. Council staff shall submit a recommended priority ranked list of applicants for possible
funding. Final approval of organizations to receive grant funding exclusive of stipends
grant awards, shall be determined by the Executive Committee.

2. Final approval of organizations to receive grant funding for stipends projects shall be made
by the Executive Director. Notice of such actions shall be provided in a timely manner to
the Executive Committee and Council.

3. Council staff may negotiate with selected applicants to determine the final terms of the
award. To receive an award, the applicant must agree to perform the activities as
presented in the request for proposals and accept any additional or special terms or
conditions listed in the grant award and any changes in the grant application. Any
revisions to the project proposal shall become part of the grant award and shall be
documented in writing.
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4. Grant awards shall contain appropriate provisions for program and fiscal monitoring and for
collection and submission of evaluation data and related reports.

5. Applicants must give assurances that the grantee will abide by the terms of the grant award;
the Uniform Grant Management Standards (UGMS) adopted by the Governor's Office of
Budget and Planning, and federal Rules related to these funds promulgated by the Office
of Management and Budget (OMB) where applicable, as determined by Council staff; and
these policies.

6. The Council Executive Director may negotiate and approve changes in the project proposal
that address concerns and weaknesses noted from the review process, and/or which
assure consistency with the intent of the RFP. Any revisions to the project proposal shall
become part of the grant award and shall be documented in writing.

7. Council staff shall notify unsuccessful applicants in writing.

H. Continuation Funding

1. Projects may be eligible for continuation funding as specified in the original request for
proposals. Continuation funding will not be automatic. Consideration for continuation
funding will include a review of the project’s accomplishments, progress toward stated
goals and objectives, financial management of grant funds, compliance with reporting
requirements, review of the most recent project audit, review of findings from TCDD onsite
reviews, and development of alternative funding. The grantee shall submit a proposal for
continuation funding as requested by TCDD staff.

2. The Executive Committee may approve continuation grants after a review in accordance
with the provisions of these policies. A summary of past accomplishments and future
activities of each project awarded continuation funding shall be provided to the Council.

I.  Appeal of Funding Decisions

1. Appeals may be submitted from applicants for grants who did not receive funding or from
grantees whose grants have not been awarded continuation funding. The person or entity

appealing shall be known as the appellant._ An appeal is not an opportunity for an
applicant to provide additional information that could have been included in the
original proposal. To do so would create a two-stage review process that is not part

of the Council’s current policies.

2. Appeals of funding decisions shall be received, processed, and resolved with fairness and
promptness.

3. The appellant shall file an appeal in writing addressed to the Executive Director. The
written appeal must be postmarked within 10 workdays of the date of the written notice of
suspension or within 15 workdays of the date of written notice of denial or of continuation
funding. The written appeal shall include all relevant facts and information that the
appellant wishes to have considered as well as the proposed remedy being sought. The
Executive Director will acknowledge receipt of the letter with a copy to the Executive
Committee.

4. The Executive Director will investigate, compile, and study all relevant information about
the appeal and, within 30 workdays of the receipt of the appellant's letter and submit a
written report to the Executive Committee. The report will contain recommended action
and the evidence supporting the recommended action. The report may not include an
evaluation of additional information provided by the appellant when such
information could have been included in the original proposal.

5. The Executive Committee may approve the recommendations of the executive director,
make such modifications as deemed appropriate, order further investigation, or take other
appropriate action.

6. The decision of the Executive Committee is final.
7. Council staff shall notify the appellant of the final determination of the appeal.
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J. Payment Withhold of Grant Funding

1. The Executive Director may grant a payment withhold of grant funding for a grant
project prior to the end of the grant budget period pending the result of corrective
measures if a grantee fails to comply with the terms of the grant, after consulting

with the Council Chair. The Executive Committee shall be notified of any payment
withhold.

2. TCDD shall provide written notice to the grantee of the proposed payment withhold
of grant funding at least 10 business days (2nd revised deadline) prior to any

withheld payments.

3. That notice shall state the reasons for the payment withhold of funding and the
procedure for requesting reconsideration.

4. If report(s) are not received by the 2nd revised deadline (10 business days from the

initial request), TCDD will implement an immediate hold on all payments to the
grantee pending receipt of any late report(s).

5. When late reports are received from a project after a payment hold has been
initiated, TCDD will restore payment for requests pending for not more than 60
calendar days but may partially restore payments for the any period beyond 60
calendar days in arrears as outlined.

6. The payment withheld will be rescinded and any outstanding payment requests
processed, except that:

(a) Payments will be restored for only the past 60 calendar days.
Reimbursements for any period of a payment withheld for more than 60
calendar days may be partially restored in the following manner:

i. Payments for the period from 60 — 90 calendar days will be restored at
90% of the requested amount.

ii. Payments for the period from 90 — 120 calendar days will be restored
at 50% of the requested amount.

iii. Payments for the period longer than 120 calendar days past will not be
restored.

7. A Notice of Grant Award for any project that is more than 60 calendar days late in
submitting required reports will be prepared with a payment hold in place until all
reports are received. The same schedule for reducing the amount of payments
restored as noted above will apply.

8. Any reports required from the prior grant award period will cause the subsequent
award to be subject to the same payment withhold process and schedule for
partially restoring payments.

9. In the event that withheld payments are not fully restored, the grantee may appeal to
the Executive Director. Any appeal will be considered by the Executive Committee
at its next regularly scheduled meeting. Actions of the Executive Committee on such
appeals are final.(Item | — Appeals)

10. Payment withhold will remain in effect until the grantee has taken corrective action,

given an assurance approved by the Executive Director that the corrective action
will be taken, or the grant is suspended.

K. Suspension of Grant Funding

1. The Executive Director may suspend grant funding for a grant project prior to the end of
the grant budget period pending the result of corrective measures if a grantee fails to
comply with the terms of the grant, if anticipated outcomes or deliverables are no longer
viable, or if the original purposes for which funding was approved are no longer
evidenced. The Executive Committee shall be notified of any suspensions.
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TCDD staff shall provide written notice to the grantee of the proposed suspension of
grant funding at least 10 workdays prior to any suspension except as provided by Section
L, Subsection 3. That notice shall state the reasons for the suspension of funding and
the procedure for requesting reconsideration.

A suspension may be effective immediately if, after consulting with the Council Chair, the
Executive Director determines that delayed action does not protect the interests of the
Council.

A grantee shall have the opportunity to request reconsideration of the suspension of grant
funding. The grantee must provide a written request for reconsideration to the Executive
Director no later than 10 workdays after receiving notice of suspension of funding. A
request for reconsideration must include all facts and information the grantee considers
to be relevant to the situation and a proposed plan of correction. If a grantee does not
request reconsideration in writing within the specified time period the grantee will be
deemed to have waived any further review and grant funding will be suspended.

If the Executive Director determines that the responses of the grantee are not
satisfactory, the grantee’s authority to obligate funds may be suspended. TCDD staff
shall provide the grantee a written notice of suspension that will set the effective date for
suspension and identify any allowable costs that the grantee may incur during the period
of suspension.

Suspensions remain in effect until the grantee has taken corrective action, given an
assurance approved by the Executive Director that the corrective action will be taken, or
the grant is terminated.

L. Termination of Grant Funding

1.

The Council or the Executive Committee may terminate grant funding prior to the end of
the grant budget period if a grantee fails to comply with the terms of the grant, if anticipated
outcomes or deliverables are no longer viable, or the original purposes for which funding
was approved are no longer evidenced.

The Executive Director may recommend to the Executive Committee termination of grant
funding if corrective actions are not taken during a suspension period or if the corrective
actions are not sufficient to remedy the concerns. In such instances, the Executive
Director shall provide a summary report to the Executive Committee including the reasons
for which a termination of funding is recommended, additional information provided by the
grantee pursuant to a request for reconsideration, if any, corrective actions proposed by
the grantee, and the proposed date for termination of funding.

The grantee shall be provided written notice of the recommendation to terminate funding at
least 10 workdays prior to the meeting of the Executive Committee to consider that
recommendation. Such notice shall include the date and location of the Executive
Committee meeting where the recommendation to terminate funding will be considered.

The decision of the Executive Committee is final.

The Executive Director may also recommend to the Executive Committee that grant
funding be terminated without an initial suspension of funds. In such instances, the
grantee will be provided written notice of the recommendation to terminate funding at least
45 calendar days prior to the proposed termination. That notice shall state the reasons for
the termination of funding, the proposed date of termination, and the procedure for
requesting reconsideration. The grantee shall have the opportunity to request
reconsideration of the proposed termination-by filing a written request for reconsideration
with the Executive Director not later than 10 workdays after receiving notice of the
proposed termination.

If circumstances warrant, grant funding may be terminated by the Executive Committee or
Council for cause without notice of suspension when delayed action does not protect the
interests of the Council. In such instances, TCDD staff shall provide written notification of

Council Policies 6
Revised 08/11



10.

the termination which shall include the reason(s) for such action and instructions for
termination or closeout of the grant.

Grant funding may also be terminated may by mutual agreement or by the grantee when
the grantee’s authorizing official gives written notification to the Executive Director. TCDD
staff shall provide written notification of termination by joint agreement, or written
acknowledgement of the termination notice if by the grantee. Such notice or
acknowledgement shall include written instructions for termination or closeout of the grant.

The TCDD Executive Director may approve TCDD assuming the federal share of any
obligations that cannot be cancelled.

A grant, or portion thereof, may also be terminated at the grantee’s request by approval of
the TCDD Executive Director.

Between the time of the proposed termination and the final decision of the Executive
Committee, TCDD may withhold further funding. In the event the Executive Committee's
decision is favorable to the grantee, the funds shall be promptly distributed to the grantee.

M. Financial Monitoring and Independent Audits

1.

2.

4.

Independent audits of grantees are required for each year of funding in accordance with
the requirements of OMB Circulars and Texas Uniform Grant Management Standards.

Project specific independent audits, annual independent review by a qualified CPA,
agreed upon procedures of engagement for review by a qualified CPA, and/or other
monitoring strategies shall be required of grantees not subject to annual independent audit
requirements by OMB or UGMS. Appropriate monitoring strategies shall be based on an
assessment of risk of each grantee and procedures approved by the Audit Committee.

The Council shall reimburse the grantee for the reasonable cost of the required audit or
other required monitoring activity. TCDD staff shall determine the need for independent
audits of grantees receiving less than $100,000 annually of DD funds based on an
assessment of risk of each grantee.

Staff shall provide to the Audit Committee a summary of the findings of each independent
audit or required monitoring activity and the status of corrective actions required.

N. Funding Restrictions

Grantees will be subject to the following funding restrictions, unless statute or Council rules
require otherwise:

1. TCDD shall provide not more than 75% of the total project costs from federal DD funds
except for activities in designated poverty areas in which case federal funds provided by
the Council shall be not more then 90% of total costs.

2. The Executive Director may reduce or waive the matching requirement of individual grant
projects when deemed appropriate and shall report any such waiver to the Executive
Committee.

3. Grantees are responsible to provide funds for the additional costs of project activities from
non-federal sources.

4. DD funds are allowed for indirect administrative costs up to 10% of total project expenses.
Any portion of indirect costs above 10% may be allowed as part of the required non-federal
participant share.

5. Donated time and services may be included as a match contribution unless otherwise
restricted by a specific request for proposals.

6. Council staff shall provide information about allowable non-federal sources of funds upon
request.

7. No organization shall receive more than three (3) grants from the Council at any
time.

8. Unallowable costs.
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Information is available from Council staff concerning unallowable costs. Such costs will
include but are not limited to the following:

bad debts;
b. entertainment;
c. legislative expenses;
d. expenses required to be reported as lobbying by state statute; and
e. merit salary increases that total more than 5% of an individual's salary during a 12
month period.
9. Any revenues received from projects funded by the Council must be reported quarterly on
forms provided by the Council. Council staff must approve use of such funds.

O. TCDD Grants Policies and Procedures

1. All grantees shall receive a TCDD Grants Manual that contains all requirements,
procedures, and reporting forms for grantees.

2. The Executive Director will approve all revisions to a project work-plan, including
performance measures, staffing pattern, or budget, providing the changes are within the
total budget and general scope of work approved by the Council.

3. Agrantee seeking to increase the authorized funding amount, length of project, or scope of
work shall file a request with the Council. The request shall be submitted to the Executive
Director with a justification for the change. The Executive Director shall review the request
and make a recommendation to the Council. The Council's decision to approve or deny the
request is final.

o
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Texas Council for Developmental Disabilities Page 2
COUNCIL PROCEDURES
REVISIONS APPROVED MAY 2011

COUNCIL PROCEDURE 11. MEMBER TRAVEL EXPENSE REIMBURSEMENT POLICY

1. General. State statute authorizes Council members to receive reimbursement for "actual expenses
incurred in performing their duties, including travel, meals, lodging, and telephone long distance
charges" (112.015 HRC, V.T.C.A.). Separately, language in the state appropriations act also directs
agencies to conserve funds by maximizing economy and efficiency when planning travel, and stipulates
that travel reimbursements are for "necessary and reasonable expenses" ... "only when the purposes of
the travel clearly involve official state business..." It is therefore the policy of the TCDD that:

a. Council members are encouraged to stay at the hotel where rates have been negotiated by staff, or
at a hotel with comparable state government rates. When group rates have not been negotiated,
members are eligible for lodging expenses that are reasonably comparable to "state government
rates" in that location. Reimbursement for lodging for Council members may not exceed twice the
maximum rate for state employees.

b. Council members shall be eligible for reimbursement for actual expenses for meals, but not more
than twice the maximum rate for state employees. An overnight stay is not required for
reimbursement for actual meal expenses.

c. Council members are expected to attend the majority of the event for which travel reimbursement is
requested. If the member also conducts non-Council business while in the same location, it is
expected that travel expenses will be allocated accordingly to Council and non-Council business.

d. Council members may receive reimbursement for reasonable and necessary personal assistance
services, including attendants and respite care. Reimbursement for travel expenses for personal
attendants is limited to the same amounts as would apply to the Council member.

2. Travel Advance. Council members may request a travel advance to avoid financial hardship due to
Council related travel expenses.

3. Exceptions. Recognizing that individual circumstances may require exceptions to the expense
limitations noted above, the Chair of the Council is authorized to make final determinations of
"reasonable and necessary expenses" which are in excess of these amounts.

4. Travel Events. Reimbursement for travel expenses will be authorized in the following situations:

a. Travel expenses to attend Council and Committee meetings are authorized in advance and do not
require prior approval of the Chair except as noted below.

b. Travel expenses are also authorized in advance to attend meetings on behalf of the Council, to
speak or testify on behalf of the Council, or to otherwise act as a Council representative at the
request of the Council Chair or the Executive Director.

c. Council members may request approval to attend a conference, workshop or other event related to
the Council's business, including events coordinated by TCDD grantees with funds awarded by the
Council. In general, approval will be limited to no more than one such event per year for each
Council member. The requesting member must demonstrate the importance to the Council of the
event in the justification on the travel request form. The requesting member is responsible to-
submit a travel request form in advance and submit for consideration by the Chair.

5. Agency Representatives: Members who are representatives of State Agencies (or their alternates) are
eligible for reimbursement for travel expenses in the same manner as all other Council members except
that Council policy asks that their agency be responsible for travel expenses for the first Council or
Committee meeting during the fiscal year. Otherwise, these guidelines are applicable to all Council
members.
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6.

Exceptions.

a.

Council members are not eligible to receive reimbursement for travel expenses from TCDD funded
stipends grantees.

In general, Council members should not receive reimbursement from other TCDD funded grantees
for travel expenses. Exceptions may be approved in advance by the Executive Director or Chair.

Travel Guidelines and Reimbursement Procedures.

a.

State Contracted Travel Vendors. State travel regulations require all persons traveling on state
business, including Council members, to use the contracted state travel vendors and follow all state
travel rules.

Air Transportation.

i. TCDD staff will purchase airline tickets for Council members through a direct billing process.

Please contact the TCDD Executive Assistant with the dates and times of travel so that she may
make the appropriate arrangements. Confirmation will be e-mailed or faxed to the member.

ii. Even though airfare is charged directly, airline receipts must be submitted with a
reimbursement request.

iii. First class airfare is not payable unless it is the only flight available to conduct Council business
or is required as a reasonable accommodation.

iv. Cancellation charges are payable only if travel was canceled for a TCDD business-related
reason.

v. If Council members depart from a location other than their home city and travel to conduct
approved Council business, reimbursement is limited to the average coach airfare between their
home city and destination or departure point and destination, whichever is less.

Lodging.
i. Council members are not exempt from state, county, and local hotel/motel occupancy tax and
will be reimbursed for these charges

ii. Original lodging receipts are required. If the receipt is lost, a copy of the receipt, a copy of the
canceled check, a credit card slip or letter from the hotel/motel will be accepted as proof of
payment. The receipt must include the following information:

> Date(s) of travel

» Name of traveler

» Name of hotel/motel

> Amount of lodging charge

» Number of people occupying room

Meals. Receipts are not required but meals should be itemized on back of travel expense record.
Please note: reimbursement is not allowable for some items including liquor, tips, and
entertainment.

Personally Owned Automobiles. Members are entitled to be reimbursed for mileage incurred
driving to meetings or to and from the airport, etc. Reimbursement may not exceed the actual
number of miles traveled for business purposes and the current maximum mileage reimbursement
rate. The number of miles allowable for reimbursement may not exceed the mileage for the most
cost-effective reasonably safe route. And, the number of miles traveled may be determined by the
vehicle’s odometer reading or by an online mapping service such as mapquest.com
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f.

Mileage is also reimburseable for travel if someone transports the member to the airport and picks
them up upon their return. In those instances, the roundtrip mileage is allowable for both trips so
long as it is less than the cost of parking the Council member's car at the airport. Parking fees
incurred while on official state business are also an allowable expense.

Rental Cars. The use of rental cars by Council members must be approved by the Council Chair
in advance. In most instances, taxi or limousine services should be used since they are more
economical then rental cars for Council business activities. Rental cars are also direct billed per
state contracts so must be coordinated by the TCDD Executive Assistant. A receipt is required for
rental cars.

Public Transportation. The original receipts are required for airfare, bus, or trains but not for inner-
city bus, taxi, shuttle, mass transit, and limousine fares. An itemized list of all claims showing
destination, date, and amounts of each trip for public transportation must be shown on the Travel
Voucher.

In all instances, Council members are expected to use the most economical method of
transportation, considering all relevant circumstances.

i. Personal Assistance Services.

i. Council members with disabilities who require personal assistance services may pay and be
reimbursed for fees and actual travel expenses of an attendant not to exceed the allowable
travel expenses for Council members. Receipts for fees and all attendant travel expenses are
required. Attendant services fees may not exceed $20 per hour for a 12 hour day and not more
than $35/night if an overnight stay is required without prior approval.

ii. If assistance is obtained by the Council member, i.e., bell hop to aid with luggage, and monies
are given in return for assistance, that amount may be claimed as an "attendant cost." A receipt
is required.

iii. Council members who require respite care services for a child with a disability during the time
they are away from home are eligible for reimbursement of fees for such services not to exceed
$20 per hour for a 12 hour day and not more than $35/night if an overnight stay is required for
those hours that are in addition to what the member would otherwise have paid during that time
period. Receipts for respite services fees are required.

iv. Reimbursements for personal assistance services may not supplant other sources of funds that
would have reimbursed similar services during the same time period. Family members living in
the same home as the member are generally not eligible for reimbursement for providing
personal assistance services but are eligible for other travel expenses incurred when providing
assistance to a council member. However, individuals who are a certified waiver provider for
their family member may be reimbursed for those expenses.

Travel Advances. Travel advances are available to assist Council members to avoid financial
hardship due to Council related travel expenses. Prior approval is required. Requests for travel
advances must be received by TCDD staff at least 15 workdays prior to the departure date of travel.
Please contact the TCDD Executive Assistantl for further information about travel advances.

Miscellaneous Expenses. Other TCDD business related expenses such as telephone calls,
postage and copying costs incurred while in travel status are also reimbursable and should be
included on the travel expense record. If any of these expenses are incurred while not in travel
status, please submit receipts separately and a purchase voucher will be prepared.
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I. Individual Circumstances. Recognizing that individual circumstances may require exceptions to
the expense limitations noted, the Chair of the Council is authorized to make final determinations of
"reasonable and necessary expenses" which are in excess of these amounts.

m. Processing of Travel Vouchers. Once a completed Travel Expense Record is received by TCDD
staff, it takes about 5-10 workdays to process in the TCDD office and the TEA Travel Section before
a state warrant to be mailed to the Council member. Checks will be direct-deposited for Council
members employed by a state agency unless instructed otherwise. All questions regarding
processing of travel vouchers can be addressed to the TCDD Executive Assistant. Council
members are asked to submit all travel expense information within 10 workdays of when the travel
occurred. Reimbursement for expenses after vouchers are submtted require special approval.

Revisions Approved April 8, 2010

Approved May 6, 2011
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